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I. Summary 
 

This document explains how to utilize the State Agency Info 
Center on the Purchasing RIVIP website. The State Agency Info 
Center contains valuable purchasing information and tools for you 
and your agency. 

 
II. Setup/Sign In 
 

In order to begin using the State Agency Info Center, you must 
receive a User ID and password from the purchasing department.   
Once you receive this information, you can go to 
http://www.purchasing.ri.gov and click on the “State Agency Info 
Center” link to sign in: 
 

 
 
 

III. Navigation 
 

Once you have logged into the system, you will see the Info 
Center Navigation Page.  This page contains a tree-structure that 
simplifies organization and navigation:   
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A. Web Posting 
 
This section contains data entry screens that will allow you to 
post information on the purchasing (RIVIP) website.  Click the  
next to the  root node to see the web posting 
options: 
 

 
 
RIDOT Addenda Posting -  This function is for authorized 
RIDOT persons to be able to add addenda to state agency bids 
handled by central purchasing. 

 
 

Post Grant Information – 
 
This function is for authorized grant data entry personnel only.  
See the Grant Posting Documentation for more information. 
 

 
B. Tools/Searches 

 
This section contains tools (online searches) that will be useful to 
you.  Click the  next to the  root node to 
see the tools/searches options: 
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Authorized Agents -   This search allows you to look up 
authorized agents by agent name, fund, or department: 

 

 
 
Enter an authorized name, title or select a fund and/or 

department and click the  button.  The spreadsheet will 
then be loaded with the search results: 
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Click on a last name to view the details for a particular authorized 
agent: 
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The authorized agent  search results can be loaded into Excel by 

clicking the  link.  This will open Excel within your 
browser with the data in the Excel spreadsheet where it can be 
manipulated: 
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Buyers/Commodity Codes -  This search allows you to look up 
buyers for a particular commodity code, class or description.  You 
can even perform a lookup by buyer name: 
 
 

 
 

Enter a commodity code class/item or keyword(s) and click 

 to view the buyer/commodity assignments:   
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The search results displays the assignments.  There is also a link 
to the Buyer Phone Directory.  

 
The buyers/commodity codes search results can be loaded into 

Excel by clicking the  link.  This will open Excel 
within your browser with the data in the Excel spreadsheet where 
it can be manipulated: 
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Commodity Codes -  This search allows you to look up 
commodity codes and commodity code descriptions.  You can 
start by either entering a keyword or selecting a commodity code 
category: 
 

 
 

 
 

Once a category or keyword is entered, click .  If a 
category is all that is selected, the list of classes will be displayed 
for that category.  In this example, we selected 04-Automotive 
Products, Vehicles,  and Services: 
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From this page you can click the description field for a particular 
class to view its Items.  In this example, we selected Tires and 
Tubes: 
 

  
When searching by keyword, the search results will only list item 
level detail.  You can combine category and keyword in your 
searches.  This will search for a keyword only in a particular 
category. 
 
 
Purchase Order Search -  This search allows you to look up 
purchase order information.  The purchase order search page 
contains a variety of search criteria: 
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You must at minimum enter criteria for PO Number, Vendor 
Name, or Issued Date range.  Once your criteria is entered, click 

the  button, and the search results will be displayed: 
 

 
 
The PO Search Results page displays the purchase orders that 
met your criteria.  The “BM” column is a blanket master indicator 
field displaying a Y(Yes) or N(No).  Clicking on the ‘Y’  for a 
blanket master will display additional information about the 
blanket master: 
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Clicking on the PO # field for a blanket master will display release 
details for that master blanket: 
 

 
 
Clicking on a blanket master release or an open market purchase 
order will take you to the RIPAY website and display invoice 
information: 
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Search For Vendors -   This search allows you to look up 
vendors that have registered on the Purchasing RIVIP website.  
This search requires an additional login.  The following 
search criteria can be entered to find a vendor: 
 

 
 
 

Business types include:  
 

RIVIP Statuses include:   
 
 
 

Once criteria has been entered, click  and you will see 
the search results: 
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The vendor lookup results page displays the vendor name, a 
Yes/No flag explaining whether or not the vendor exists in 
RISAIL, the state, contact name/phone, RIVIP status, and flags 
for Disabled(D), Minority(M), and Women(W) owned businesses. 
 
***Remember vendors that exist on the Purchasing/RIVIP website may 
or may not exist in RISAIL.  Conversely, vendors that exist in RISAIL may 
or may not exist on the Purchasing/RIVIP website.  (The reason for this 
is that there are some vendors who bid and are never awarded.  There 
are also vendors who are awarded and never bid.) 
 
Detailed vendor information can be retrieved by clicking on the 
vendor name: 
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C. Communications 
 

This section contains tools ( online searches) that will be useful to 
you.  This section contains memos, notices, and instructions from 
the Division of Purchases that can be easily downloaded and 
printed.  Click the  next to the  root node 
to see the communications options: 
 

 
 

Administrative Approval Letter -   Approval requirements and  
authorized agent responsibilities. 
 
Year End Instructions -   Fiscal year transition tables  
and guidelines for the most current fiscal year. 
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D. Documents and Forms 
 

This section contains purchasing documents/forms applicable to 
state agencies that can be easily downloaded and/or printed.  
This section also contains a link to the forms section of the 
Accounts and Controls website.  Click the  next to the 

 root node to see the documents and 
forms options: 

 

 
 

Datalogic Budget Request -   MS Excel form required for  
Datalogic supplemental services requests. 
 
Master Blanket Change -   MS Excel form for master blanket  
change requests. 
 
Purchasing Complaint -   Not yet available. 
 
Request for Legal Counsel -   Not yet available. 
 
 

E. RISAIL How To’s / Tips 
 

This section contains RISAIL/Buyspeed technical instructions and 
procedures for state agencies.  Click the  next to the 

 root node to see the instructions 
which are broken out into multiple categories: 
 

 
 

 
Training Manual -  This section will contain the RIAIL training 
documentation which includes sections for Accounts Payable, 
General Ledger, and Purchasing.  These documents are currently 
unavailable.  
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Requisitions -  This section contains PDF documents containing 
instructions for requisitioning leased space, legal services, or 
vehicles: 
 

 
 
 

Receiving -  Information on how to perform receiving operations 
within Buyspeed & RISAIL 

 

 
 

 
Purchase Orders -  This section contains PDF documents 
containing instructions for performing a change order, closing a 
blanket purchase order release or establishing a mastet blanket 
for leased space: 
 

 
 
 
Reports -  This section contains PDF documents on how to run 
reports within Buyspeed/RISAIL.  Specific reports include those 
on class summary, MPA Usage, Multi-Vendor MPA, PO Account, 
and Vendor Lookup: 
 

 
  
 
Approvals -  This section is not yet available. 
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Payments -  This section contains information on how to enter 
ACH payment categories within Buyspeed & RISAIL. 
 

 
 
 
Tips/Tricks -  This section contains PDF documents containing 
useful information for using Buyspeed and RISAIL more 
effectively. 
 

 
 
 
Other -  This section contains PDF documents containing 
information on additional operations within Buyspeed/RISAIL.   
 

 
 
 
 

F. Rules and Procedures 
 

This section contains general purchasing instructions and 
procedures for state agencies.  Click the  next to the 

 root node to see the rules and 
procedures options: 
   
 

 
 

Overview -  PDF presentation of Purchasing law, regulations, 
and procedures.   
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State Purchasing Law -  RI general law and information 
including a link to 37-2 Rhode Island General Law: 

 

 
 
 

Rules & Regulations -  Rules and Regulations Published per RI 
General Law 37-2. 
 
 
Procedures -  Small Purchase, MPA, and other procedures. 
 

 
 

 
IV. Help 
 

The  link on the State Agency Info Center main menu links to the most 
recent version of this document in PDF format.  You must have Adobe Acrobat 

Reader installed on your workstation to view PDF files.  The  link 
on the State Agency Info Center main menu will take you to the Adobe 
website where the reader can be downloaded for free. 
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V. Links 
 

Important purchasing-related website links can be accessed by clicking the  
 hyperlink on the State Agency Info Center main menu:  

 

 
 
 

VI. Conclusion 
 

This concludes the materials for the state agency info center.  We 
hope this documentation will be helpful in preparing your 
department staff to utilize this new on-line resource. 
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